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1.1.2_ SF-52 PERSONNEL ACTION PROCEDURES

13.1

2.1.1_ PROGRAM OFFICE INITIATION OF A PERSONNEL ACTION

DOE Program Offices are responsible for the initiation of personnel actions as needs arise.
The SF-52 data base is used to initiate, track, and close all types of actions, including recruit
actions (Attachment 1 of this document illustrates the process for a recruit action and the
assignment of responsibilities). When a Program Office is ready to request a personnel
action, they create a new SF-52 in the SF-52 database and physically forward the recruit
action to the Personnel Office.

2.1.1 SF-52 Creation: There are deven fidds in the S-52 data base that should be
filled in by Program Office personnel to initiate a personne action.

Assign the SF-52 number, using the numbering system as directed by the Office of

Personndl.

Assign the action requested from the drop-down list (i.e., recruit, rehire, promotion).

Routing Symbol

Program Office Point of Contact

Program Office Initiation dete

Program Office Approval date

Pogdtion Title

Pay Plar/Series/Grade

Duty Location

Date action forwarded to personnel

Program Office Remarks (optiond)

[ Iy Ny I N N Ry

The Personnd Office (MA-35) isrespongble for tracking the remaining activity of an SF-52.
Program Office specidists may, a any time, view the satus of their actionsin the S--52 data
base and update comments in the Program Office Remarksfidld.

RECRUIT (RECRUIT/REHIRE) ACTIONS

The MA-35 personnel specialists are responsible for entering the tracking data for the SF-
52s through the five phases of a recruit action until the actions are complete or are returned
to the Program Office. Program Office personnel may view the progress of the action at any
time.

In the event of time constraints, the MA personnel specialists must, at a minimum?®, fill in the
required fields - another critical element that is required to ensure accurate information is in
the SF-52 data base. The minimum requirement does not condone filling in only the
minimum requirements. Specialists must go back and fill in the other dates when time
permits, as those dates help track trends in the recruit action process.

L will indicate a field that fulfills the minimum requirement.
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The recruit action process is described in the following five phase:
Classification

Announcement

Paneling

Hiring List

Selection

oo00d0o
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1.2.1

1.2.2

1.2.3

1.2.4

Being Classified: The classification phase of the recruit action process for the SF-52 data
base consists of information and steps to classify a position. The fields to be completed are:
(| *Date Received by Personnel Office;

Radio button filled in for either MA-351 or MA-352;

Personnel Specialist Assigned to Action;

d Date Audit Scheduled;
d Date Position Audited; and
d *Date Position Classified.

Being Announced: The announcement phase contains the steps required to open and close
a vacancy announcement for a position. The announcement phase and all subsequent
phases are completely date-driven. The fields are:

Date Job Analysis and Crediting Plan Received by Personnel Office;

Date Job Analysis and Crediting Plan Approved by Personnel Office;

For excepted service and executive personnel actions only:

¢ ERB Approval of Establishment of Position

*Date Announcement Opens;

*Date Announcement Closes;

Vacancy Announcement Number; and

Area of Consideration (check all that apply)

¢ CTAP/ICTAP

¢ DOE HQ

¢ Outside DOE HQ

o000 00O

Being Paneled: The paneling phase contains the steps involved in reviewing the applicants’
packets to determine if applicants meet the qualifications of the position and issuing a list of
eligible candidates to the Selecting Official within the Program Office for the Program Office
to interview. The fields are:

(| Date Determination of Basic Qualifications Completed;
a *Date Panel or SME Scheduled; and
(| *Date Panel or SME Completed.

Hiring List: The hiring list (or certification) phase contains the steps for issuing the selection
certificate to the Selecting Official for consideration of eligible candidates in order to make a
selection to fill a vacant position. The Personnel Office will issue either a Merit Certification
or a DEU Certification, whichever is applicable. The fields are:

Date CTAP/ICTAP Candidate Referred;

Date CTAP/ICTAP Candidate Cleared;

Date Merit Certificate Issued;

*Date Merit Certificate Due;

Date DEU Cert. Issued; and

*Date DEU Cert Due.

oo00doo

Like the Announcement phase, future dates are known for the Date Merit Certificate Due
and Date DEU Cert Due fields. Below is an example:

Minimum time

Date Merit Certificate Issued - 12/6/00 30 business days
Date Merit Certificate Due - 1/9/01
Date DEU Cert. Issued - 12/20/00 30 business days

Date DEU Cert. Due - 1/22/01
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1.2.5

1.3

14

Both the Merit Certificate and the DEU Certificate may be extended for up to an additional 60
days.

Selection: The selection phase contains the steps involved in hiring or rehiring an employee
for the position they have applied and been accepted for. The fields are:
(| *Date Program Office Makes a Selection;

(| For Excepted Service and Senior Executive positions only:

Date Submitted to Hiring Control Board (HCB);

Date Approved by HCB;

Date Approved by ERB Subcommittee;

Date Approved by ERB;

Date Submitted to QRB; and

Date Appproved/Denied by QRB.

Date Job Offer Made;

Date Offer Accepted/Declined,;

Radio buttons for Accepted or Declined; and

*EQOD/Effective Date of Action (where the date is a future date).

L 2R 2B 28 2R 2R 2

ooO0o

Most excepted service positions will not require ERB or QRB processes. All SES positions
will require ERB approval and may require QRB approval. If personnel specialists have
selectees who will go through either approval process, the fields are then required as defined
in the minimum requirements because the Department is tracking the ERB and QRB
processes, and is tracking pay plans GS/GM separately from the “E” pay plans (ES/EJ, etc.).

ALL OTHER PERSONNEL ACTIONS

All other actions refers to any personnel action other than a recruit or rehire. The Program
Office still initiates the action and fills in all fields in the Program Office Input section.

The personnel office will fill in all remaining applicable dates. There are fewer fields to be
filled in for all other actions, consisting of some or all of the following fields:

a Date Position Classified;

(| Date Submitted to Hiring Control Board (HCB);

(| Date Approved by HCB;

a Date Submitted to ERB;

(| Date Approved by ERB;

a Date Submitted to QRB;

(| Date Approved/Denied by QRB;

a EOD/Effective Date of Action;

(| Date Action Returned to Program Office;

(| *Date Action Complete;

a *Final Action;

(| Date Annuity Computation Requested,;

(| Date Annuity Computation Provided to Customer;
(| Date Retirement Counseling Session Requested; and
(| Date Retirement Counseling Session Scheduled.
COMPLETED ACTIONS

Personnel actions are considered closed when an employee is hired, a prospective
employee declines an offer, or when the action is returned to the Program Office.
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1.4.1

1.4.2

1.4.3

Action Returned to Program Office (All Actions): This field is normally used to indicate that
the action is closed before completing the process. This may happen for various reasons.
When this occurs, it is still necessary to physically close out the action. Follow these steps
when returning to the program office:

a Put the same date in both the Action Returned to Program Office in the Date Action
Complete fields;

a If applicable, select a “Final Action” from the drop down list; and

a If applicable, note “Personnel Office Remarks.”

Incumbent Accepts Position (Recruit Action): When a prospective employee accepts a
position:

Enter the date accepted in “Date Job Offer Accepted/Declined”;

Click the “Accepts” radio button;

Fill in the EOD/Effective Date of Action, which may be a future date, noting the first
day they will begin;

Put the same date (EOD) in the “Action Complete” field (forward date is also
accepted);

Select“Recruit” or “Rehire” from the “Final Action” drop down list.

If applicable, note “Personnel Office Remarks.”

OO0 O 000

Incumbent Declines Position (Recruit Action): When a prospective employee declines a

position:

a Enter the date declined in “Date Job Offer Accepted/Declined”;

a Click the “Decline” radio button;

a Enter the “Date Returned to Program Office” and “Date Action Complete” with the
same date; and

a If applicable, note “Personnel Office Remarks.”
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2 SF-52 PERSONNEL ACTION DATABASE USER MANUAL

2.1 GETTING STARTED

The SF-52 data base application is a state-of-the-art web-based tool for tracking progress of
Departmental Personnel Actions. The application provides up-to-the-minute detailed information for
the Program Offices and the Personnel Office, as well as high-level summary information for the
Department of Energy (DOE).

2.1.1 Using Filters

Filters have been applied to the interface of the SF-52 create and update screens, as well as the
reports. Users have the ability to refine their searches for information with the filters.

2.1.2 Moving around the screens

Every screen has a “Done” button. When used, the user is taken back to the Administrative Index.
Every screen also has, at the bottom of the page, 2 links: Admin Index and Logoff. The Admin Index
link returns the user to the Administration Index (like the “Done” button). The Logoff link logs the

user off the system. The user, once logged off, will need to log back on to view and update data.

2.1.3 Logging In

a Go to your internet browser, and at the location prompt, type in:
http://chris.inel.gov/jobs/index.cfm?fuseaction=login
a Type in your login ID and password and click on the “Enter Admin Area” tab.

Office of Management and Administration 6 of 55  Officeof HQ and Executive Personnel Services
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a You are now in the administrative menu, where you can create and update recruit
and nonrecruit actions, view various reports, view the archived actions, and change
your password.

43 DDE Jobs Admin Page - Microsoft Internet Explorer 5.01 provided by Environmental Management

J File  Edit  Wiew Favortes Tools Help |
3 =
L2 D W@ @ I B T, @
Back Fonward Stop Refiesh  Home Seaich Favortes  History il Print Edit Feal com
JAgdless I@ hittp: #/chiiz.inel. gov/jobs/index. cfm?FuseAction=AdminkCF D =14 3405 CF T OKEN=7 321937 34CFID =1434055CF TOKEN=7 3219373 j @G |J Links

= =rir s e
-

Administrative Menu

SF52 Tracking

; Add 5F-62

Update Becruit Actions

Update All Other Actions

Reports

Wiew Archives

Change Password

|
|
|
View All Actions |
|
|
|

Logoff

+ Change Paseward

Admin Menu | Logoff

Send comments and guestions to ¥Webhmaster
Home This is a ldaho National Engineering and
Environmental Labaratory server

& l_ l_ | Intemet

a The user will see the following links and their functions:
¢ Add SE-52 is where a new Personnel Action (SF-52) is created and where
personnel actions (excluding recruit/rehire) are updated (normally a new
action will be entered by the Program Office).
¢ Update Recruit Actions is where Program Offices view, and the Personnel
Office updates, recruit actions only (recruit and rehire).
¢ Update All Other Actions is where Program Offices view, and the Personnel
Office updates all non-recruit actions (all actions except recruit and rehire).
¢ Reports is a link to all recruit and nonrecruit action reports, as follows:
v" View SF-52 Action Status Reports links the user to 2 bar charts that show
the summary level activity for recruit and rehire recruit actions by
Program Office.
v' SF-52 Recruit Action Phase Reports links to a series of 8 phase reports:
: Classification Phase Report
Announcement Phase Report
Paneling Phase Report
Hiring List (Certification) Phase Report
Selection Phase Report
ERB Report
QRB Report

L«l

Office of Management and Administration 9of 55  Officeof HQ and Executive Personnel Services



SF-52 Action Tracking Data Base August 2001

All EOD’s Report

¢ View All Actions allows the user to preview all actions.

¢ View Archives allows the user to preview all actions that have been archived
(90 days after completion actions are archived in the system).

¢ Change Password is where the user can change their password.

¢ Logoff allows the user to logoff from the application.

; DOE Jobs Admin Page - Microzoft Internet Explorer 5.01 provided by Environmental M anagement

J File  Edit Wiew Favortes Toole  Help |

3 =
S, 2 @ @ @ B w o
Back Forward Stop Refresh  Home Search  Favorites  Histary Mail Print Edit Real com
JAgdress I@ hitp: //chriz.inel. govjobs/index. ofm PFusedction=AdminCFID =1434055CF T OKEN =7 321937 34CFID =1 434054 CFTOKEN=73219373 j &G “ Links **

T Frorm T

=

Administrative Menu

SF52 Tracking

i Add SFE2

Update Recruit Actions

Update All Other Actions

Repaorts

YWiew Archives

Change Passward

|
|
|
Wiew All Actions |
|
|
|

Logoff

* Change Password

Admin Menu | Logoff
Send comments and guestions to Yebmaster

Home This is a ldaho Mational Engineering and
Environmental Laboratory server

& ’_ ’_ | Intemet
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3 Edit 5F 52 Action - Microzoft Internet Explorer 5.01 provided by Environmental Management
J File  Edit View Favortes Toolz Help |
ST < B A B = e~ I B N ES LA B e
Back Forward Stop  Refresh  Home Search Favortes  History Hail Print Edit Real.com
JAgdrass I@ http: //chniz.inel. gov/jobs/index. cfm fuseaction=Views F 528 use=newkCFID=1434058CFTOKEMN=73219373 j ﬁﬁo |J Links **
| Admin Menu | —
SF 52 Actions
Add 5F-52
This form is to be used by the DOE Program Offices for creating the SF52
SF 52 Murnber | Search | |
Wiew List |
Save Save and Add Another
Program Office Input
3FE2 NUthFI Routing Symboll
Action Requestedl j Program Office F'OCI
Program Office Initiation Date
Program Office Approval Datel
Position Title |
PR/S/ Gl - | Duty Locationl
Date Action Forwarded to F’ersonnell
Program Office Remarks
=
[ |
|&] Done lililﬂ Internet

2.2

221

RECRUIT (RECRUIT/REHIRE) ACTIONS

Program Office Initiation: Program Offices are responsible for initiating all personnel actions
in this manner:

Log onto the SF-52 site, per the instructions in Section 2.2.

Click on the link “Add SF-52.”

Assign SF-52 number in the “Program Office Input” area.

Select nature of action from the Action Requested drop-down list (i.e., recruit, rehire,
promotion).

Type in routing symbol (i.e., EE-10).

Enter the contact person’s name in the Program Office POC box.

Enter initiation date in the “Program Office Initiation Date”.

Enter Program Office Approval Date once action has been approved by Program
Office official.

Enter the “Position Title”.

Enter the “Pay Plan,” “Series,” and “Grade.”

Enter “Date Transferred to Personnel”, once so done.

At any time during the life of the recruit action, the program office Administrative
Officer may enter notes in the “Program Office Remarks” box.

L 2R 2R 2R 2 L 2R 2R 2R 2 L 2R 2R 2R 2
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2.2.2 Update Recruit (Recruit/rehire) Actions (To be completed by the Personnel Office).

a Personnel specialists log in as described in section 2.2.1.

a When hard copy action comes in, it must be entered into the SF-52 data base.
Hopefully the Program Office has entered the initial data, as instructed in section
2.2.1.

a Click on the “Update Recruit Actions” link.

a In the filter options at the top of the page, locate the action by putting the SF-52

number in the “Number” field, and click “Apply Filters.”

¢ If there is no matching SF-52 number, follow the steps in section 2.2.1 for
adding an SF-52.
v Click on the Save button to validate creation of the action, and to

allow the personnel specialist to update the new record.

3 g piniztration - Micimzgl Ipbsnst Feplomr 5.01 previded by Eeviimemsstal Managsment
| Fie EcM Mew Fpomier Tock Helo -
SR SR B2 o - ST S W S
Back ALk Siop  Fedwadh  Homee | Seach o Fawostas - Hisaw hidsd Pk Ed Fisal oo
| Attt | ) Fiice o e o bk ol b e on=y e F2L1 Fuss =L el sebefl s i e I o= 4 0B T DREM= 7321950 | e |
-
| Admin Hegu | I
Update Recruit Actions
s T
Dane I
Bauslng Symbaol [fice PULC
:
1 DO-Lri-50rs G5 343 ST Ent-01 Paincia Akers Completed Action
2 MAZSERR a3 143 12 EM L ¥¥eeiay Comglatad Action
3 D-AGE0EER GE 343 1112 EM Lty Completed Action
4 [AZS0EdR 33 33 2112 EM Loweestiay Camglatad Action
5 D-ER-S1 G3 BO141301 15014 EM Lirds Paie Completed Action
6 415106 G5 B4 20 13 EM C. Sayrmpur Comglatad Action
T 210 GS BO14301 16 EM Campletad Action
8 [0S0 ag B 1314 EM Cheryl Saymmur Camplalad Action
8 E-S0ET GS 1] 1314 EM 5. Pudy Compleied Action
[ 1 a@g B 204 124 EM B, Rudy Complatad Action
N -ESun GE 1301801 1314 EM Shamn I Rudy Compleied Action
12 DO.Sd-SEa G5 B4 201 1314 EM 5. Rudy Camplatad Actice
13 WA 250P1 G5 34 111213 EM L Weddny Compleled Action
14 Of-0eS010 G5 BA 201 15 EM Patti Mloere Clapsfication
18 [M-10£010 =5 13 (i ) EM L Weelay Camplelad Action
1B [M-11-5001 G5 m 1 EM L WiVesinay Camplatad Action =]

| Inewres
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a If there is a matching number, click on the SF-52 number to go to the record.

SF 52 Action - Microsoft Internet Explorer 5.01 provided by Environmental Management

J File Edit Miew Favorites Tools Help

JBEK.Q.@ ﬁ%‘@ -

Fomwand Stop Refresh  Home Seaich Favortes  History

|
B 5 w . @

i ail Frint Edit Fieal com
JAerESS I@ tp: ##chris.inel. gov/jobsdindex. cfm Museaction=\iewS F52kaction| D=4100&fuse=UpdateHieR ehireflocal datatable=5F52_action_DateskCFID=1434055CFTOKEN=73213373 j @Go “ Links *

| Admin Menu | —
SF 52 Actions
Update Recruit Actions
Edit: 00-01-5072

Red laheled fields are Required.
Dates must be entered in the following format: memdddiyyyy.

SF 52 Number: | Search |
e List

|| Fitat: % Pres/iELs Sawve | Mext> | Last>|

Program Office Input

SFa2 NumberIDD-m-ED?E

Routing Symbal [EM-01
Action Requested IRecruwt 'l

Pragram Office POC |Patricia Akers
Pragram Office Initiation Datel
Program Office Approval Date I

Position Title |Pragram Analyst

PP/S/G[as [343 e Duty Location [Washington, DC
Date Action Forwarded ta Persannel I

Personnel Specialist Input

|@ Done

’_ ’_ | Intemet
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2.2.2.1 Classification Phase (Radio button phases are automatic, it is not necessary to click on
phases.)

a In the “Personnel Specialist Input” area, enter the “Date Received by Personnel
Office,” the “Personnel Specialist Assigned,” and select the appropriate radio button
for MA-351 or MA-352.

a “Date Exec. Res. Staff Review of Class. Complete” date will be filled in by Executive
Resources personnel specialist for executive recruit actions only.

3} Edit §F 52 Actom - Microsof Intermst Exglecer 507 proviced by Ervronmestal Managemant

B B3 Yow Pyl ekt [ &
T ::ﬁ|ﬂﬂd_«jv§iw.$

Emak el Giop Ashi=sh Home Search . Fawcides  Hiskoap bind Pl Edi Feeal o

--"‘ddthtl-ﬁfl bt iz inee] o ob s nd e, cimfu e ctior e i F 2 bl i) =308 by e i docd datatsbl w5 PTE_dction_ Dates3DAD 143405 CF TOKEM=73212373 _"'J o B | Liks ™

TP 1T O T X MO T Ty T LT T OTTET |

Persennel Gpecialist Input

& Clasilcation

[ate Received by Parsonre Off ;m
Famsanrel Spacialis] Sepigned |F‘cfril:k Cahil WA E MAE E
Dale Erec, Re= Gtafl Resies of Class. Complete Ii
Do Postion adged [
 Annosncement
Date Positian Classil .__Ii

Ciee Job Anal. & Cred. Plan Fec'd by Pars. OR
Diata Job Angl. & Cred. Plan ‘alid, by Pere. OF ERB Al of Extab. of Poe.
“Wacancy Annourcement Mo
Diate Anouncemnent Closes | Eren of Consideration T CTARNCTAR
T DOEHD
™ Dulside DOE HQ

Juie Announcemant Cipans

™ Panaling

Date Delerm. of Ba=ic Dual Completad li Diate Parel or SWE Sched li
" Hiring List
Diate Panel or SME Compated] |
Date CTAPACTAP Cand Refemed| | Date CTAPACTAR dand. Cleared [ ]
Diate DEL Cer |==ed Daie DEL! Certiicate Due
Dite Mert Centficate lzzed | | Data Mart Cortficataboe|

" Rglection
Ciate Pmgram Office Makes = !-_n-.-:l-.-:'i
| — T — ﬂ
2] Dee B Irzwet
a Enter a date in “Date Position Audited” when it has been done.
2.2.2.2 Announcement Phase
a As the dates in the announcement phase occur, enter those dates.
¢ For General Schedule positions:
v Date Position Classified
4 Date Job Analysis and Crediting Plan Rec'd. By Personnel Office
4 Date Job Analysis and Crediting Plan Validated By Personnel Office
4 Vacancy Announcement Number
4 Date Announcement Opens
v Date Announcement Closes
4 Area of Consideration (check all that apply [CTAP/ICTAP, DOE HQ,
and/or Outside DOE HQ)])
¢ For Executive Service positions:
4 All fields for General Schedule positions plus the “ERB Approval of
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T Edit 5F 52 Action - Miczosef Infemet Explores 501 providsd by Envinemestal Banagement
Eds  Edt Bew  Favorkes Toak  Heip -
L GBI FRRTE /o N - N (o I 5, S SR | S
| Bask e Stop  Fefesh  Homa  Seach Fawdks  Hedop Na A Edil Pzl o
| kit $68] hipe . 'chai vl oS rclan cin?h e nactior et iasSFEXEc on D <3350 no=rauwdincal dalshah e EF52_fetior, Dabee CFID 144 0S0CF TOKEN <T3219373 =] @Ga | Leke
T Tats Mancfeifcaeaauil R T THCF T eT T aTe Ce | |
" Salectbon

Date Pracram (fica fMakes & Seleciion
Ciabe Submitied bo Hing Cortol Board Ii [al= Appmwmd by Hinng Cantrol Board Ii
Dals Sbentled 0 ERS ] Date Approsed by ERE|
Date submitted o @RE | Date ApproeckDenied by ORE |

Daie Job Offeris Made | 7 Anercied
Drate Job Cifier Accepedaclined " Daclred
EQLVEfectme Daln of Aclion
© Camplesed Acsion
Diate Action Retumed to Program Oifics |

g18 ACiion Carplets Fral Ardion :J

Retirement

Ciake Annuily Compubation Requasted Date Annody Comnp. Prowided o Cusl.
Ceate Patirerment Coungal. Sees Hag Refirernem Coungolng Seee Sched I

Progam Office Ramarnks

t]-[:lmn- ‘- Inbeireet

Establishment of Position.”

2.2.2.3Paneling Phase

a As the dates in the Paneling Phase occur, enter the dates for General Schedule and
Executive positions.

2.2.2.4 Hiring List

a For General Schedule and Executive positions, enter all dates:
¢ Date Panel or SME Completed
¢ Date CTAP/ICTAP Candidate Referred (if applicable)
¢ Date CTAP/ICTAP Candidate Cleared (if previous field used)
¢ Date DEU Certificate and/or Merit Certificate Issued
¢ Date DEU Certificate and/or Merit Certificate Due
2.2.2.5 Selection
a For General Schedule positions, enter:
¢ Date Program Office Makes a Selection
¢ Date Job Offer is Made
¢ Date Job Offer Accepted/Declined
¢ Click appropriate radio button for “Accepted” or “Declined.”
¢ If the job offer is accepted:
4 Enter the EOD/Effective Date of Action, if known (can be a future
date, and should be the same date as Date Action Complete).
4 Enter the Date Action Complete (in the Completed Action Phase) as

the same day as the EOD/Effective Date of Action.
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¢ If the job offer is declined:
4 Enter the Date Action Complete in the Completed Action Phase.
For Executive positions: After Date Program Office Makes a Selection,
Date Submitted to Hiring Control Board (HCB) (where applicable)
Date Approved by HCB (where applicable)
Date Submitted to ERB (where applicable)
Date Approved by ERB (where applicable)
Date Submitted to QRB (where applicable)
Date Approved/Denied by QRB (where applicable)
and the remaining dates in Selection, as appropriate.

L 2R 2B 2B 2B 2R 2R 2

2.2.2.6 Completed Action

a

o0 O O

If at any point an action is Returned to Program Office, the action becomes closed,
and the same date as that in the Returned to Program Office field MUST be filled in
the Completed Action field, to take the action out of open status.

If an individual was hired, enter the same date that is in the EOD/Effective Date of
Action in the Date Action Complete field (may be a forward date).

If a person declines the position, enter the same date in Action Returned to Program
Office and Date Action Complete.

Select the final action from the drop-down list.

At any time during the update process, personnel specialists may enter notes about
an action in the Personnel Office Remarks box.
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2.2.3 Navigating Through the Recruit Actions

The buttons at the top of the recruit actions form are useful tools for navigating around the
data base and for saving current work.

a The search button is used to search for a specific SF-52 Number.
a The View List button allows the user to see all existing recruit actions.
a The Save button must be used to save each record.
a The Next and Last buttons pull up the Next and Last Recruit actions detail.
3 Edit 5F 52 Action - Microzoft Internet Explorer 5.01 provided by Environmental Management
J File Edit “iew Favorites Tool:  Help |
J@,»-@ m A 3R 8 v .
Back FErrimand Stop Refresh  Home Search Favortes  Histom (L ET Frint Edit Real com
JAerESS I@ ttp:#Achiis inel gov/fjobs/index cfm?fuseaction=ViewSFE28Actionl D=41004fuse=UpdateHieR ehiredlocal datatable=SF52_action_D atestCFID=1434055CF TOKEN =73219373 j & Go |J Links
| Admin Menu | =
SF 52 Actions
Update Recruit Actions
Edit: 00-01-5072
E Red labeled fields are Required. ||
l Dates must be entered in the following format: mmdddivnay.
I SF 52 Number | Search
|
M Wigw List |
||« First < Prayinis Save | MNext> [ Last>|
Program Office Input
SFa2 NumberIDD-m-SD?Z Routing Symbol [EM-01
Action Reguested IRecruit 'l Program Office POC Patricia Akers
Frogram Office Initiation Date
Program Office Appraval Date
Pasition Title |Pr0gram Anakyst
PP/s/G[GS 343 J5i7re Duty Location [*ashington, DC
Date Action Forwarded to Persunnell
Personnel Specialist Input [
@] Done lililﬂ Internet
| 2
| & st < Presimus Save || MNext> | Last>|
Admin Menu | Logoff
Send comments and guestions to YWebmaster
Home This is a |daho Mational Engineering and
Environmental Laboratory server _
|&] Done l_’_" Internet =
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A DOE Jsbz Admin Pags - Wicimsol! nteinest Exglorss 5.0 peovaded by Ervrssmssial Management .
fio Edi Hiew Fpoies JTook Heb : : | |
e ERRET e - N L B

Bach Fraamd Sicp. Awlbech  Hoss Smmch  Faevoim  Hidop Hal Firi Edi Fimal com

| Ay |L'| hitp iz il powiobedfnader cim T useéc o dmind CFID= 14340 50F T DRE W=7 321 A1 734 CAL=1 4340500F T DKEN=7 3213371

=] ettio | L *

Administrative Menu

SF52 Tracking

Add SFA2 |

Updale Rerut 2giions |

T Oidane A0l G Acies .
Begnorts

iewe bl Acfiong

Wiew Sichives

hangs Passwvord

Logo¥

|

Actenin Menw | Logof?

Send commants and quasiions 1o Yyebmastar
Hestim This is a |daho Mational Enginesring and
Emionmanial Labortory serm

2.3 ALL OTHER PERSONNEL ACTIONS

All other personnel actions consist of all actions except recruit or rehire personnel actions, i.e.,
promotion, award, reassignment. Program Offices follow the same procedure for creating an SF-52
in Section 2.2.1 (page 8). Personnel specialists will update all other personnel actions by clicking
on the “Update All Other Actions” link on the Administrative Menu page of the SF-52 data base.

Office of Management and Administration
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The Update All Other Actions link will connect you to a list of All Other Actions, where you can scroll
and select the action.

3 SF 52 Action Administration - Microzoft Internet Explorer 5.01 provided by Environmental Management

J Fie Edit “iew Favorites Tools Help |

3 =
=09 | @ S B T . P
Back Formard Stop Refresh  Home Search Faworites  Histary bd ail Frint Edit Real com
JAerBSS I@ hitp: //chiiz.inel gov/jobs/index. cfm?useaction=ViewS F52Listkfuse=Al0thertctionstCFID=1434058CF T OKEN=7 3219373 j P Go |J Links >

| Admin Menu |

Update All Other Actions

40 Records found

Dane |

4 SF-52 Humber Pay Plan Grade Routing Symbuol Office POC Action
petcte| NN | NN [ I -

Apply Filters

1 00-24-5020 G5 2130 15 Em Susan Hitchcock  Reassignment/Conversion 1
2 00-31-5033 G5 1306 14 EM Linda Pate Position Change
3  00-33-5032 G5 620 15 Em Linda Pate Reassignment/Conversion
4 00-33-5130 G5 1306 14 Ehd Linda Pate Reassignment/Conversion
5 00415039 G5 1301 14 Et Reassignment/Conversion
6 00415040 G5 023 14 Em Cheryl Seymour Reassignment/Conversion
7 00445065 GS 1515 14 Etd Faosition Change
8 00505042 G5 1301 15 EM Sharon Rudy Paosition Change
9 DOEM225045 G5 801 14 Eht-22 Susan Hitchcock  Reassignment/Conversion
10  OOEMZ25045 G5 1301 15 End-22 Susan Hitchcock  Reassignment/Conversion
11 DOEM225043 G5 1301 14 Ehd-22 Susan Hitchcock  Reassignment/Conversion
12 01-32-5267 G5 801 15 Ehd Linda Pate Reassignment/Conversion
13 01-44-5011 G5 1301 15 EM Cheryl Seymour Reassignment/Conversion
14 01505027 ES 0340 04 Em Sharon Rudy Change in Duty Station
15 01-53-5002 G5 801 15 Emd Sharon Rudy Position Change
16 01-53-5003 G5 801 15 EM Sharon Rudy Position Change =
|@] Dane |_|_|° Intermet
a If there is no matching SF-52 number in the data base for the hard copy SF-52, follow the
procedures in Section 2.2.1 for creating an SF-52.
a If there is a matching SF-52 in the view list, click on the SF-52 number to go to the specified
record.
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/3 Edit SF 52 Action - Microsoft Internet Explorer 5.01 provided by Environmental Management

J File  Edit Vew Favortes Tools Help

J@.».@ﬁ

Back Fomwand Stop Refresh  Home

Q m 3

Seaich Favortes  History

|
B 8 w . @

i ail Frint Edit Fieal com
JAerESS I@ hittp:#¢chiis.ingl gov/jobs/index. cimPfuseaction=viewSFa2kActionl D=33028use=Al0therd ctionsklocal datatable=5F52_Action_DatestCFID=143405&CFTOKEN=73219373 j & Go “ Links

| Adnin Menu | —
SF 52 Actions
Update All Other Actions
Edit: 00-24-5020

Red labeled fields are Required.
Dates must be entered in the following format: mem/ddyyyy.

SF 52 Number: I Search |
i List

|| Firet: < Presimus Save | MNext>

Last> |
Program Office Input

SF52 Number|0072475020

Action Reguested | Feassignment/Conversion

Routing Symbol IEM—
j Program Office POC IW
Pragrarm Office Initiation Date I—
Program Office Approval Date l—

Faosition Title |Traﬂ|c Management Specialist

PP/S/G|GS -J2130

-[is Duty Location |Sermantown, MD
Date Action Forwarded to Personnel I

Personnel Specialist Input

|@ Done

’_ ’_ | Intemet

a The Update All Other Actions screen looks identical to the Add SF-52 and Update Recruit
Actions screens, except for the title, until you scroll down.
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Not all of the fields used to update recruit actions are needed for all other actions.
Therefore, the screen looks as you see it below, where many fields are grayed out.

The only active fields are those described in section 1.3.
Enter dates for applicable fields as they happen.

<3 Edit S5F 52 Action - Microzoft Internet Explorer 5.01 provided by Environmental Management

J File Edt “iew Favorites Took Help

e S G RE B A B = - B B e R /e
Back Stop  Refresh  Home Search Favortes  History b4 ail Pt Edit Real.com

J Address I@ hittp: /fchiiz.inel. gov/obsdndex. cim Pfuseaction=\iewS FB2Ebction| D = 33828 use=Al0therdctionstlocal. datatable=5F52_Action_D atestCFID=1434008CFTOKEN=73219373 j 6’50 |J Links *

PP/S7/G[GS -J213n -Jis Duty Location [Germantown, bMD

Date Action Forwarded to Personnell

Personnel Specialist Input

Classification

Date Received by Personnel Office |03/12f2001

Date Exec. Res. Staff Review of Class. Complete

FPersonnel Specialist Assigned IPatrickCah\H MA ST © MA 2

Date Position Audited
Announcement
Date Paosition C\asswﬂedl

Date Job Anal. & Cred. Plan Rec'd by Pers. Off. I

Date Job Anal. & Cred. Plan Yalid. by Pers. Off. I ERE Approval of Estab. of Pos.
Date Announcement Opens Yacancy Announcement Mo

Date Announcement C\oseesl Area of Consideration = CTAPACTAR

" DOE HQ
[T Outside DOE HQ

Paneling
Date Determ. of Bagic Qlual. Cumpletedl Date Panel or SME Sched.

Hiring List
Date Panel or SME Completed

Date CTAP/ACTAR Cand. Referred Data CTARACTAPR Cand. Cleared
Diate DEU Cert lssued Date DEU Certificate Due

Date Merit Certificate Issued Date Merit Certificate Due

Selection

Nate Pronram Office Makes a F!F!Inr:tinnl

El

|@ Dane

’_ ’_ % Intemet
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a Follow the same procedure for closing an action, as appropriate for each action.
a “Date Action Complete “and “EOD/Effective Date of Action” will close the action, as
will “Date Action Returned to Program Office” and “Date Action Complete.”

tiry - Wicroyel lefemel Eaplorer 501 providsd by Erviioemesial Banagement
Eds  [Ede aa  Fyvorkar  Toak  Hep -
S G R o TN« R [ PSSR S S
Hack He Sty Refiesh  Hova Saach Favodies  Hedop Had Prird Edii Fazal con
| ks 48] i £chui rnml corechidrcden clin?h s mactortawSF 52k on D <3357 b el bhuctiar focal dalalsblweSFS2_defon_Distwcd CFIW1AIGECF TOREN=T118373 =] | @G | Links
Salacting =]
Dt Prisraii Ofca: Mikas s Bk
Dt Submitied bo Hiring Cortmol Baa Dale Appmyed by Hiring Cantrol Board
Date Submbled to EFE| Date Approved by EFE]
Dhade subn "._:'-_-;1— Drate ApprowssDemed by .I-'_r—.

Dajs Jeb 0Hen g Mady Foa

Compleded Adiien

Date Actlon Redumead to Program Omos
Drte Action Complete Final Aclion | j

Retrement

Ciste Annufty Computaion Requesrsd Date Annuny Corp. Prcdded 1o Cie
Dwate Ratirsrnan Coungal. Se== Ray Ratirernand Counselng Sees. Sched |

Program Office Remarls

Per=onred Office Remarks

2] Done i Inbeinet
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3 RUNNING REPORTS

Reports can be run from the administrative screen links. Following are the reports, their functions,
and instructions on how to manipulate the data.

DO Johs fdmin Pags - Miceenit inbsmet Euoloss 500 provided by Envimemental banagsnsnt

Ed Edk  Misw Fawoies Tock  Hep -

.2 .@D B & @ I S I w D

| Bak Foa s Stap  Ralksh  Hofie Soareh  Faawi:  Hedoy Hai Priri Edr Fiiudlogaty

___ﬁ_ddﬂw JE] ik :Ac b v | g ok e, i T Lomfecd ored rnBCF 100= 1438083 CF TOKEMN =732 19 3728010 1434052 CFTOKEM = T2 19273 j ;"G-:I | Links ™
R e— |
Administrative Menu
SF52 Tracking
Add F.53 |

Updete Recrut Ackons |
Upsdata Bl Ofhar Actions |

*. :'. - . :-': : ﬂE],I!J_ItQ E .: : -
e g4 Ackana |

iew Arghies |
|

|

Change Facewon
Logof

& Change Paggward

Adrnin Menu | Logoff

Eand cormmants and oguestions to Wabrasiar
Home This = & |daho Maional Enginsanng s
Emvepnmantal Laboratoey gamer o

7)) | tigerat
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a Click on the reports button to view all the report titles.

4 DOE Jobs SF 52 Reports - Microsoft Internet Explorer 5.01 provided by Environmental Management

J Fil=  Edt View Favorites Tools  Help |
e =
LoD AN - I RS ro. P
Back Eonwan Stop Refresh ~ Home Seach Favoites  History b ail Frint Edit Fieal.com
JAgdreSS I@ hitp: //chris.ingl. gov/jobs/index. cfm?useaction=5F52R eportsbCFID=14 34055 CF TOKEM =7 3219373 j 6>Go |J Links *

-
| Admin Menu |

SF 52 Reports

Bar Charts
» Miew SFE2 Recruit Action Bar Charts
View SF52 Recruit Action Phase Reports

Classification Phase Report
Announcement Phase Report
Paneling Phase Report

Hiring List {Certification) Phase Report
ERE Phase Report

CRB Phase Repor

Selection Phase Report

All EOD's Report

View Detailed Status Reports

Detailed Status Report - Recruit Actions
Detailed Status Report - All Other Actions

Detailed Status Report - All Actions
Detailed Status Report wiCornments - All Actions

Admin Menu | Logoff =

Send comments and questions to YWebmaster
Hrmo Thir ir ~ ldabka hlaticonal Ersinaoring sned d

& ’_ ’_ | Intemet
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3.1 BAR CHARTS

The view SF-52 Recruit Action Bar Charts link shows how many actions are in each phase for a
respective organization, both in a cross tab matrix and a bar chart.
a Matrix:
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] http:##chiis inel_gov/jobs/index cfm?fuseaction=5F52R eportStatus&CFID=2866434CF TOKEN=85101372 - Microsoft Internet Explorer 5.0

@ http:/fchiiz.inel. gov/jobs index. cfmfuseaction=5F52ReportStatustCFID =28664 3CFTOKEM=85101372

| Admin Menu |
“iew SF 52 Graphs

SF52 Action Status Report - 08/17/2001

Other

EM Offices Total
Classification 2 GG 68
Announcements 9 44 53
Paneling 0O 7 57
Hiring List with Org 0 7 7
ERE sl 2 2
QRB 0 3 3
Selection 4 108 113
Subtotal 16 66 298
EOD 78 416 494
Grand Total 94 482 792

Admin Menu | Logoff

Send comments and questions to Ywebmaster
This is a |daho National Engineering and
Environmental Labaratory server

e
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a

Bar Chart: Click on the “View SF-52 Graphs” link for these two bar charts.

DTG4 T TO FEN <EN1 32

Samius of HO Re<ruR Actions - Total Actions: In Process 486

i jiEee g

Herirg .
Cimwdmmn Seppmm Fardieg Lisln EFE ORET Sulwcion™ BOE
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HQ Reonult Actions by Organization - Total Actions In Frocess 333
e e e e e e

o

 SEOBHEUREUfTEIYEIASEINGE

G SR OF EE EH B EW FE G0 L i s MAHE R R Q OF PO RS B0 diier

4.2 14 ko431 1 3 a@lD 3 oAH 8 14040 W % D
T R @ gl BT T 1t 4 8 F I d oawd “
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3.2 VIEW SF-52 RECRUIT ACTION PHASE REPORT

The following reports show actions statistics for the phases noted in the titles for respective
organizations. You may refine the report through use of the filters at the top of the page.
a Classification Phase Report:

/3 http: //chris.inel. gov/jobs/index. cim?fuseaction=5F52PhaseReportiphase=Classificationkfuse=Updat - Microsoft Internet Explorer 5

J File  Edit  Wiew Favortes Tools Help |

. =g
&L 0 .9 W @ @ By o
Back Fonyard Stop Refiesh  Home Seaich Favortes  History il Print Edit Feal com
JAQdIESS I@ hittp: /¢ chiis.ingl. gov/jobs/index.cfm?fuseaction=5F52PhaseR eportéphase=Classificationkfuse=UpdateHireRehir=&CFI D =1434056CF TOKEN=73219373 j @G |J Links

-

| Adnin Menu |

REPORT ON PERSONMEL ACTIONS IN CLASSIFICATION PHASE

Hurnber of Actions in Classification: 2

Done

4 SF.52 Numher Pay Plan Grade Routing Symbuol Office POC Action
[ I | I |

Apply Filters

1 EM 04-05-5010 Recruit General Engineer’Physical Scientist 55-801/1301-15
Date Position Audited Fersonnel Sp
1241372000 037202001 Fatrick Cahill

2

01EMO7O7595 Frogram Assistant &5-303-07

Date Positi itec Personnel

0240272001 Patrick Cahill

Done =

Admin Menu | Logoff
|&] Dane |_|_|° Internet
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a Announcement Phase Report:

¥ hitpeFocheic inel govfotefndne ol n? mascine 5 F DPhacsfnpm lphas=Announcemsn b luce = pd e - Micinzall |stennt Frphunr 5

REFPORT ON PERSONNHEL ACTIONS N ANNOUNCEMENT PHASE

Huniwr o Adion s inAnnounca rent. 3

& SF5¢ Mamher Py Plan LET) Znshas Hausing Symbol Office FOC Action

EW OB O1EW IS8 LITTH Garesnal Engindar widnt-13

o F{h&l?d‘!li.

LRty M

Goamipuber B pet sl sia sddan-iHa

| Mkl Cimpkax.
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a Paneling Phase Report:

b= 2BEEAIECFTD - Miciaolt Imbsenet Explmm 5

REPORT OM PERSOMMEL ACTIONS N PAMELING PHASE
Murster of fotinns in Parabng 2

Admin Menu | Logoff
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a Hiring List Phase Report:

73 http:#/chiis.inel. gov/jobs/index. cfm?fuseaction=5F52PhaseR eportiPhase=Hiring ListiCFID=2B66434C - Microsoft Intemet Explorer 5

@ http: //chniz.inel. gov/jobs/index. cfm fuseaction=5F52PhazeR eport&Phase=Hiri OList&CFID=28664 3% CF T OKEM=B5101372

| Admin Menu |

REPORT ON PERSONMEL ACTIONS IN HIRING LIST PHASE

Murber of Actions in Hiring List: 1

4 SFA5Z2 Humber Pay Plan Grade Series Routing Symbol Office POC Action
|| I | N | | NN

1 SC-62 Q15062147 Recruit Program Analysis Officer

08/03/2001 08/04/2001 08/04/2001 0907 /2001 Tracy Scott

Fei el

05/15/2001

Admin Menu | Logoff

Send comments and gquestions to Webrmaster
This is a |daho MNational Engineering and
Environmental Laboratory server
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a ERB Phase Report:

-2} hitp: #/chris inelgov/jobs/index. cim?fuseaction=5F52PhaseReporttPhase=E RB &fuse=UpdateHireR ehire - Microsoft Intemet Explorer 5

@ http: #/chiis.inel gov/jobs/index. cfimPfuseaction=5F52PhaseReporttPhase=E R Btfuse=Ll pdateHireR ehiret.CFID =286643&CF TOKEMN=85101372

| Admin Menu |

REPORT ON PERSONNEL ACTIONS IN ERB PHASE

Mumber of Actions in ERE: 1

& SF52 Number Pay Plan Grade Series Routing Symbol Office POC Action
| | I | N | I

PP-5.G
1 sc 005C30052 Reoruit EJ-1550-V

Admin Menu | Logoff
ey Send comments and guestions to YWebmaster
Q This is a ldzho Mational Engineering and
Enviranmental Labaratory server

3 [T
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a QRB Phase Report:

3” pi# fohre. melgoy fobsfmd s otmfeceacton==5F 02 Phasef epeftaFhasecLREASCF ID=28564380F T OEEM =8 - Miciacolt Inlesns) E gpiops ©

REFORT OM PERSONMNEL ACTIONS IN QRE PHASE

Hurmbar of Acbone m QRE: 1

Hew'd by Fercannal

Adrmin Menu | LogefT

= Sand comments and guesions o Yebmaser
This is-a [daha Mational Enginaenng ard

Eurpnmantal Lappraloey sanes
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a Selection Phase Report:

/3 http: #//chris.inel_gov/jobs/index cim?luseaction=5F52PhaseReporttPhase=5 electionkfuse=UpdateHire - Microsoft Internet Explorer 5

@ http://chiiz.inel. gov/jobs index. cfm?fuseaction=5F52PhaseR eportéFhase=S electiontfuse=U pdateHireR ehire& CF| D =28664 34.CF T OKEM =85101 372

| Admin Menu |

REPORT ON PERSONNEL ACTIONS IN SELECTION PHASE

Number of Actions in Selection: §

4 SF.52 Number Pai an Grade Series R Symbol Office POC
[ I | NS | . | |

Position Title
1 Eh-11 D1EM115013 Recruit Fublic Farticipation Specialist &5-301-14

A2ME2000 Sharon Hoxie

Position Title
01EM205200 Recruit Secretary (O4) %S-2312-2/0

Wicki Crampton

3 EM-33 01EMIIE27E Recruit Enwil tal Protection Specialist %5-028-13/14

0503852001 Wicki Crampton

a All EOD’s Report (shows all actions that have EOD'd since a specified date, subject
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to change by personnel):

shon=5F 5 2PhaceH epertaFhase=E niry s Outy [EDC) Saled - Micmsolt Inbermst Eoplones B

]
|.-

T-rg,rg; cuch | Fors |% % Tl Aesleon - _
\]‘%@;ﬂﬂ hw -'-'mm -:ltm'pbs-'lr\dw unﬂmmsr&wmﬁwwnmmmmmful:uszu_:-_qug.mp 14HISETOKEN- 13215673 i [
| Adwin Menu | ﬂ
FE REPORT 0N PERSONMEL ACTIONS [N ENTRY ON DUTY (EOD) DATE PHASE
| Lk raintgr of 0ofkode in Eniron Dt | E0D] Cete: 670
| 1 Meda |
| IIS-:-I. :'l.mﬂ'.
| B Cam |
| Eacm
| Bl P, | T ; x
| By Plan Giarda Heuing Symhal Aclizn
| e ros |
T
| &) Fadi
| ﬂ% Action
oo | [ O P T m
| Ell'we{_ 1 (L] Reondt COMBULTANT EFa-
| D by Parsonrsd Porsonil Gpa i
AT Tn_ll'l}lng-nmht
m “m
COHSULTANT
m—mﬂ_
AW (0 Taula DocRamban
Mt shiaal Shalidician [~t1 ]
| RecbaPemeew | B0 | Pesoeifpedsid ]
TS ‘DmITIn Wplasn anar
1 I ) Y R ) =
Eowe T T [ e
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3.3 VIEW DETAILED STATUS REPORTS

The Detailed Status Reports show details on activities, and provide flags indicating when actions are
over in a particular phase(s). Again, the filters may be used to refine searches, down to the SF-52
number.

a Detailed Status Report - Recruit Actions: Shows only details for recruit actions.

3 http: /fchriz.inel.gov/fjobs/index. cfm ?fuseaction=5F525 tatusDetailkfuse=UpdateHireR ehirekCFID =286 - Microzolt Internet Explorer 5

@ http://chiiz.inel. gov/jobsindex. cfm?fuseaction=5F 525 tatuzD etailkfuse=U pdateH ireR ehiret CFID=28664 38CF TOKEM=85101372

| Admin Henu |

HQ Recruit Action Status Detail

=g of 08/17/2001

18 Records Found

4 SF52 Number Pay Plan Series Grade Routing Symbuol Office POC
I | N | . |

H| Include Completed Actions

9 EM D1EMS26714 Recruit &1 Science Program Manager EJ-1204-1 ETR-01-ExC-010

Redd by Pers. ERS Review Date Panel
Office Pos. Classd Mo, Days Complete Opens  Mo.Days Announce. Closed Ho. Days Comp. No. Days
06/01/2001 08042001 3 08042001 et 7 0712001 37 oFe0s001 o

Hiring List c ormpl ste
bmitted  Appravad bmitted  Approved  Offer Mo Total
Merit lssued  Merit bue MG Days DEU lssued  DEU Due DEU Days to HCH by HCE  to ERB byERE  Made Days EOD Days

07/20/2001 0/20/2001 92

General Engineer 3580114 PH-01-Eh-G-5416
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a Detailed Status Report - All Other Actions: Shows only detail for all actions except
recruit or rehire.

7Y http: /7chris.inel.gov/jobsfindex. cim?fuseaction=5F525 tatusD etailtfuse=AllOtherActionskCFID =2866 - Microsoft Internet Explorer 5

| Adnin Menu |

HG All Other Actions Status Detail

as of 08/17/2001

9 Records Found

Office
] SF-ﬁz Nu"]hE[ Pa Pla" RUI.ti"l S "lhl]l P C
I | | TS | | B

ES-0240-
1 EM O1EM15432 Reassignment/Canversian Chief of Staff s
Redd by Pers. bmitted to pproved by bmitted to pproved by No. EDD/Eff. Date of
Office Fos. Classified  HCE HEB ERB ERB Days  Action Date Action Complete
06/25/2001 06/25/2001  0BA7/2001 08/21/2001 06/25/2001 08/28/2001

2 EM 00-23- 5057 R i i Industrial Hygienist ?:'BQD'
Redd by Pers. bmitted to pproved by bmitted to pproved by Ho EOQDYEf. Date of
Office Pos. Classified  HCB HCE ERB ERB Days  Action Date Action Complete

0372712001

0372712001

Line No. Humber
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a Detailed Status Report - All Actions: shows all recruit and nonrecruit actions detail.

3 http://chiis_inel_go¥/jobs/index.cim?fuseaction=5F525 tatusD etailkfuse=AllkCFID =28664 3CFTOKEN=8 - Microsoft Internet Explorer 5

| Adnin Menu |

HQ All Actions Status Detail

as of 081 7/2001

27 Records Found

Office
4 SF.52 Number Pay Plan Series Grade Routing Symbol POC Action
[ | S | N— — |

Include Completed Actions

01-54-

1 Eht 50-12 ReassignmentConversion Zeneral Engineer &5-801-15
Fanel
Rec'd by Fos. ERS Rewview of  Announce. Huo.
Par Classified  No.Days Class. Completa  Closed Days Date Panal Comp No. Days
047720041
DEU itted to App itted to App Offer o Total
Merit lssued  hlerit Due  MC Days DEU lssued DEU Due Days HCB bw HCB ERB bw ERB Made Days EOD  Days

Technalogy Development Engineer 535-801-15
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a Detailed Status Reports with Comments includes all actions, and their respective
Program Office and Personnel Office comments.

/] hitp: #/chiis inel_gov/jobs/index cim?fuseaction=5F525tatusD etailkfuse=CommentskCFID=286643%CFTO - Microsoft Internet Explorer 5

@ hittp:Achriz.inel gov/jobs/index. cfmfuzeactio 525 tatusD etailkfu

| Admin Menu |

as of 0B/17/2001

27 Records Found

Office
A SF52 Number Pay Plan Series Grade Routing Symbol POC Action
I | | | —— |

nclude Completed A ns

1 Ent ReassignmentConversian eneral Engineer %5-801-15

Fanel
Red'd by Fos. ERS Rewiew of  Announce. Mo,
Pars Classified  No. Days Class Complate Clased Days Date Panal Comp Na. Days
04417 /2001
Hiring List
DEU to App itted to App Offer  No. Total
Merit lssued  herit Due WG Daws  DEU |ssued DEU Due Days HCB by HCB ERB bv ERB Made Daws EOD Daws

Remarks/Comments
Frogram Office Remarks Personnel Office Remarks

Redlined position

Routing
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4 VIEWING ACTIONS

Users may view actions, and may access and update actions through the view process under the
View Actions button on the Administrative Index page. Users may also access the archived actions

using the View Archives. While it appears that users may alter the archived actions, changes will
not save.

3 DOE Jobs Admin Page - Microsolt Internet Explorer 5.01 provided by Environmental M anagement

J File Edit ‘iew Favartes Tools Help ‘
S BT A B e I e e BRINES R
Back Fonward Stop Refresh  Home Search | Favorites  Histary I il Frint Edit Fieal.com
JAereSS I@ httpe 4/ ehriz inel gow/jobsdindex. cfm?useaction=admin&CFID=143405.CFTOKEN=73219373 j @GD |J Links **
Favart X L | -]
Jilhy [=) 448
[ ade >
(21 Cha. Administrative Menu
23 Limks
(3 Media DOE Jobs Admin
(3] Soft...
(23 Core... « Update lobs Datahase
Gra.. + Beindex PDF Search Collection
Qs + Clean out Old PDFs
2 Pers...
@ Pers SF52 Tracking
&1 hitp- .
SIS Add F-52 |
&] Radi.. e
& we... Update Recruit Actions |
&1 0EC.. Update All Other Actions |
&) el ey |
i “iew Al Actions |
Wiew Archives |
Change Password |
Logoft |
Admin Functions
o ¥ Download the database
« ¥ Upload a new database
« Ad Hoc Cluery
(3]

l_ l_ | Intemet
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4.1 VIEW ALL ACTIONS

In the “View All Actions” mode, users can look at the status of, and update individual records, but
may only update areas under their permissions.

a SF 52 Action Adminigtration - Microzoft Internet Explorer 5.01 provided by Environmental M anagement

J File Edit V\iew Favoites Tools Help |

3 =

@ L0 @ R NG W,

Back Forperd Stop  Refresh  Home Search | Favonites  History M ail Print Edit Real.com
j»’-\gdress I@ hitp:/chiiz.inel. gov/jobsindex. cfm Puseaction="iewS FH2Listhfuse=AlIECFID =1434055CF T OKEN=7 3219373 j @Go |J Links **
Favorit X -

| Admin Menu |

[ ade >
(3] Cha View All Actions
(27 Links
(3 Media 55 Records found
(& Soft...
[ Core... Dane |
A Gra

0 Pers... Routing
[ Pers... 4 SF.52 Number Pay Plan Grade Symbol Office POC -

&) HsH Apply Filters
&] Radi..

&]we. 1  EE0-0453 G5 am 14 EE-20 Phyllis Maguire  Recruit
OEC... 2  EE0-0858 G5 03801 14 EE Kyra Awiards
¥
&) wel Humphreys
J  EE0-10M0 EJ 0301 I EERE Kyra Recruit
Humphreys
4 EE1-0004 G5 a0 13414 EE-40 Phyllis Maguire  Recruit
5 EE1-0M2 G5 3am 91 EE-40 Phyllis Maguire  Recruit
6 EE1-0033 G5 0as0 15 EE-3 Kyra Recruit
Humphreys
7 EE1-0041 G5 a01 15 EE-20 Phyllis Maguire  Recruit
8 EE1-0054 G5 0343 15 EE-10 Kyra Recruit
Humphreys
5  EE1-0055 G5 a0 13 EE-40 Phyllis Maguire  Recruit
10 EE1-0065 G5 am 14 EE--20 Phyllis Maguire  Recruit
11 EE1-0078 GS 343 13414 EE-20 Phyllis Maguire  Recruit
12 EE1-0108 G5 0343 15 EE-10 Kyra Recruit
Humphreys =
|&] Dore lifilo Internet
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(| To view or update an individual record, click on the SF-52 number. Clicking on the
SF-52 number takes the user to the update screen of the selected SF-52.

J Edil 5F 52 Acton - Microcol bntemest Exgloess 500 puovidedd by Ereeonmestal Beansgement

| e Ecd Wew Fgemies Jook  Help

e e A R N e
Back b Glgp Aelesh H Samch | Fawier - Hiskig [EE] Pl Edi Pizal covn
[ Byaress |1 i ot ool o b e o s chior e 2 o o) =D st i o dastebie=5 P52 Action_Dlefel D=1 $340RLCFIDFEN=T321 8373 x| PR Lk
Fauonl 2 | e | -
el win Henu
i Ch.. SF 82 Actiong
CaLinks
i Meda | Update Recrult Actions
role
B Corn. Edit: EEQ-0483
G
EPer Ao laheled finkds are Reguiraed. L
B Pors Dates must be eaterad in the follmsing formal mam'dfyyay.
#]hip. — |
Seanch

10 SF 52 rumbser
&) Fad.
E1n Wiaw List |
B 0EC.
A 020 mmmmmcoroem

Program Office Input

5752 Number [EE H1453 Fnuing Syrhe [EE20
Action Requestad |Fiecnal *! Programn Ofice POC |Fralis Magquie
Frogram Ofice Inkition Date |1223/2000
Frogram Ofice &ppeoal Date |05 52000
Po=ition Tille |Genernl Engineer
PR/ E!G[GE B 14 Dty Location [Weshington, OC
Diade Aclion Farwarded to Per=onnel 06152000
Fersonnel Specialistinput -
2] Dwe T et
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4.2 VIEW ARCHIVES

The archive window looks and acts identical to the View All Actions, except that the user is looking at
personnel actions older than 90 days that have been closed. It is not possible to alter or update the

archived records.

F 5 Achen Hdmermisbon - Miomoead ntermst E aplorss 500 provided b E nyeonmesksl Hasasgsmen!
| El Ed Ymw Fawies Toch Hes ' : -
. 5 L - i i e 1
. @D [ o .aﬂ|tﬁ:~3 LI I
Bk Har Sp  FRelkeh  Hoee | Saach |Favories  HiGp Hal Pl Ede Fiaalcon
imﬂiﬂ i e imal g ok indes, G 7 Wi PR Lk vochiv ez el DelaT sble=0FR2_Ackon_Date: Awchived DAL =1 $HIEECFTORER=7105073 :J e 'Jli'lh'.
i | ddmin Hepu |
e
L Cha Archived SFS2s
L Linke
a B 165 Aacorda founid
[ 5ak. !
By =l
[ T
Lol P i
| CHPar. - Sanles
Elhtp. NI e |
o | I =
B Radi
e 1 MECSE =8 =1l 12 EDEE Sheia Gray ReassignmentComversion
@1 0ec 2 Elmed 59 a0 1 EE kixra Aaarnds
£ wel Hiimphirese
34 EEOMS ES ant m EERE kyra Reac:nil
Humphrsye
4  EEDMOIR 55 al 1214 EE-20 Phyliz Recui
Maguine
5  EELMIEET G5 o8 15 EE-0 Lyra Recur
Humnphress
8 EELLOET 55 Jm 16 EEA0 Kyra Racuit
Hurnphrese
T EEDHIEES 55 aam oo | EE-10 Ky Recil
Humphrays
4 EEDHIEaS =55 a3anl oroa EE-10 Ky Recmit
Humphrays
9  EEDOEP LB} o i} | if | EE-d0 Phylin Recnil
laguim
I M FRTENS F= maan m FFOF Chulis Sarnii =
2] Done : T e e
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(| The user can click on an archived SF-52 number to see the detail, and it appears
that the user can update the record, but the changes will not save.

3' dif 5F 5 Schon - Micies# ntemsd Exploes 500 eovided by Emesonmental M ansgemssi
| B Ef Mew Fowies Tock Heb
(& . @ .3 A w38 3 v,
| Bk Earercd Sop - Hededy Hane | Sesch | Favoier  Hatoy | Wl Fuink Edi Aeslcon
| Bgdress i-’_'l by i goreipke And s ol s sctia e S PoZivd stion =23 B Ehwn =Aichrmbdocal detalabie=SFR2_Ackon_[etees_SichrobLAL=1 4 HIE5CF TIREN =T1213673 _'_1 rGa | Linke ™
Fancil = =
Eﬁ* o | Adeic Henu |
&l Che, 5F 52 Actions
L Linke
) Madin Archived SFE2 Action
& 5ok
DI Cow Thig ig an Archived action- cannol change dala
LA G
CaPen BF 52 Mumbar Se=amch ! il
= Paw
Elhep-. Wi Ligl I
& b
Bl !
& 0ec Program Office Input
)Wl
SFE2 Mumber [IDEL 36 Fouting S'rrthIED&'EE

Action Requested [ FeassigrmergCanwvarsion | Program Ofice PO [Eheile Grey:
Prormm CAfics Intistion Dats (100472000
Frogram CAGe Appnoys Dele |1W1|'EIJIJIJ

Postion Tile P.rlun'-:_\,w"dv'i::f
pRiE/B]EE N 73 - ity LocaonfVeshirglon |
Date Action Fonsanded to Personnel {1201,2000
FPersonnel Specialist Input
T ClussiBcation
Diaia Recered b Fersonnal Crfice 1200172000 - =
2] Dne I

Lo I ket
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5 CHANGE PASSWORD

Users will be prompted to change their password every six (6) months. Follow the directions for
changing password after clicking on the “Change Password” button.

3 Department of Energy -- DOE Jobs Change Password Screen - Microsoft Intemet Explorer 5.01 provided by Environmental Management

J Fle Edit ‘“iew Favoites Tools Help |

j@-»v@ | A M B B9 7. @
Back e Stop Refresh  Home Search  Favortes  Historp b ail Print Edit Real com

J Address I@ http:#¢chiis.inel gov/jobssindes cfmfuseaction=ChangeP assworddCFID=1434085CF TOKEM=73219373

Your Name
Parn Logan

contain the User ID.

Note: Mew passwords must be between 8 and 10 characters
long and contain at least one numeric character and a special character (# or
$). Passwords must start and end with a nonnumeric character, and must Not

| oo || ks

| Admin Menu |

0Old Password

New Password

New Password Confirm

Change Passwaord

I AM MORDAC, THE
PREVENTER OF INFOR-
MATION SERVICES. T
BRING MELW GUIDELINES
FOR PASSLIORDS.

"ALL PASSWORDS MUST
BE AT LEAST 5IX
CHARACTERS LONG...
INCLUDE NUMBERS AND
LETTERS ... INCLUDE &
MEX OF UPPER AND

LOWER CASE..."
NE ‘

USE DIFFERENMT PASS-
WORDS FOR EACH SYSTEM|
CHANGE ONCE A MONTH,

e % 19 Unied Fassare Symdteane, ne

Admin Menu | Logoff

|@ Done

’_ l_ | Intermet
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6 LOGOFF

Logging off is as easy as clicking on the logoff link that is on many of the screens, or by going back

to the Administrative Menu page and clicking on the “Logoff” button. When you click on the “Logoff”
button, you will see your logoff verification:

/J DDE Jobs Logoff Screen - Microsoft Internet Explorer 5.01 provided by Environmental Management

J File  Edit \fiew Favorites Tool:  Help

J@.».@ﬁ

Back Fonyard Stop Fefresh  Home

Q [ W@

Search Favortes  History

- W,
Mail Frint Edit Feal com
J Address I@ http: #/chiis.inel govjobs/index. cimPfuseaction=Logoff&CFID=1434054CF TOKEM =7 3219373

=] @Go || Links >
B

You have Iogged OfT the Department of Energy -- DOE Jobs Database

Return to the Department of Energy -- DOE Jobs Database

Send comments and guestions to Webmaster
Home This is a |daho Mational Engineering and

Enviranmental Laboratory server

[
|&] Done |_|_|Q Internet
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